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COLOR PRIORITY USE FOR

  RED   4-8 hours  Hot Issues 
(Hand carry)

  YELLOW   2 days Correspondence 
Messages

   BLUE   3-5 days General  
Correspondence

  GREEN
  Routine - 2 days 
  Priority - 1 day 
  Immediate - 3 hours

Message Traffic

  TAN   15 - 60 days
Personnel Issues
(FITREPS, Evals,  

Awards)

  GRAY   7-30 days Instructions and 
Notices
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Enter the date in the next codes "date in" box as you forward the file.
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Special request chits
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For correspondence:  Code 051
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I/A
Information / Action
I/A/S
Information / Action / Signature
I/A/S
Information / Action / Signature
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Action/Signature/Return
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Messages:  Action/Return
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For correspondence:  Action would be A, R, or RT.
STANDARD ADMIN/FRONT
OFFICE ROUTING
Standard Admin routing.
LEGEND FOR FOLDERS
Standard Admin routing.
FOLDER
COLOR
PRIORITY
USE FOR
  RED
  4-8 hours
 Hot Issues
(Hand carry)
  YELLOW
  2 days
Correspondence
Messages
   BLUE
  3-5 days
General 
Correspondence
  GREEN
  Routine - 2 days
  Priority - 1 day
  Immediate - 3 hours
Message Traffic
  TAN
  15 - 60 days
Personnel Issues(FITREPS, Evals, 
Awards)
  GRAY
  7-30 days
Instructions and
Notices
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